
Printing Performance Plans or Reviews 
For Internet Explorer version 5.5, Service Pack 2 

 
The job aid is to provide step-by-step instructions on how to print performance plans and 
reviews for those employees/managers who are using Internet Explorer version 5.5, Service 
Pack 2.  These instructions are not required for users using Internet Explorer version 6.0, 
Service Pack 1. 
 

1. Go to www.michigan.gov/selfserv and log into your Self Service account. 
 
 
2. At your Self Service welcome screen, 

click the Employee button. 
 

If you are a manager, and you wish to 
print out a direct report’s plan or 
review, from your welcome screen 
click the Manager button. 

 
 
 
 
 
 

 
3. Next, click Performance 

Management from your left menu 
bar. 

 
 
 
 
 
 
 
 
 
 

 
4. To open the on-line Performance 

Management system, click Main 
Menu. 

 
 
 
 
 
 
 
 
 
 



5. The print option is available on each of the main menus:  Plan Menu, Review Menu, and 
Historical Menu. 

 
Uncertified plans are found under the 
Create/Update an Uncertified Plan button. 
 
 
Certified Plans and Uncertified Reviews are 
found under the Update a Review button. 
 
 
Certified Performance Reviews are found 
under the View Historical Reviews button. 
 
 

 
 
 

6. For this example, we’ll print a completed 
review from the Historical Menu. 

 
7. Click the Print button to the left of the 

rating period. 
 
 
 
 
 
 

 
 
 

8. The performance review appears in 
print preview format.   

 
 
 

9. Using your mouse, right-click on the 
screen and select the option Select 
All from the drop-down menu.  

 
 
 
 
 

 
 
 
 
 
 



 
 
10. This will highlight everything on the 

screen.  Using your mouse again, right-
click on the screen and select Copy from 
the drop-down menu. 

 
This will place the information on your 
“virtual clipboard.”  You will not see any 
changes to your screen. 

 
 
 
 
 
 
 
 

 
11. Next, open Microsoft Word to a 

new document (a blank 
document.) 

 
12. From the menu bar, click Edit 

then Paste from the drop-down 
menu.  Your performance plan or 
review will appear on your screen. 

 
 
 
 
 
 

 
 
 

13. To print, click File then Print from 
the drop-down menu. 

 
 
 
 
 
 
 
 
 


